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ABSTRACT 

This course is designed to orient students to the 
variety of career opportunities which are available to them on a 
part-time basis, the duties and responsibilities involved in various 
occupations; and the qualifications necessary for employment in a 
selected career* The course is aimed particularly at tenth grade 
students • The instruction received by the students should help them 
develop desirable attitudes and opinions regarding occupational 
opporttinities, as well as increase their skills in making critical 
analyses and judgements regarding the world of work* Through exposure 
to course material, the students should become more mature in their 
self -evaluations and in establishing goals that will aid them in 
preparing for future employment* The materials may be presented 
through lectures, class discussions, audio-visual aids, 
demonstrations, field trips, and independent study* (VIS/Author) 
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This course will serve to acquaint students with the various caree 
and occupational opportunities avallahle to them, as well as the 
requirements necessaiy for becoming desirable employees. 

Indicators of success: Applicants must show a need which might be 
served by admission to the Work Ejcperience Program. 
Clock hours: 45 
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PREFACE 



The course is designed to orient students to the variety of 
career opportunities available to them on a part-tUne basis, the duties 
and responsibilities involved in various occupations, and the quali- 
fications necessaiy for e«ploy»ent in their selected career. 

The students in the program should be in tenth grade; however, 
those schools organized on the basis of grades nine through twelve 
would include ninth grade students in the program. The students should 
be at least fourteen years of age and should be selected in tenns of 
certain cultural deprivations or other basic needs, including over-age 
in grade, or the need to find part-time employment in order to remain 
.'Ji school on a full time basis. 

This second quinmester course is organized in four blocks, and 
covers a period of forty-five classroom hours. The instruction received 
by the students should aid them in developing desirable attitudes and 
opinions regarding occupational opportunities, as well as increase their 
skills and abilities in making critical analysis and judgements regarding 
the world of work. Because of their exposure to the material covered 
in this course, the students should also become more mature thinking 
individuals as they evaluate themselves realisticaLly and establish 
goals that will aid them in preparing for future gainful employment, 
thereby making them more productive citizens of our society. Coverage 
of the material should also aid in ensuring success in students' areas 
of employment. 

The nature of the course offers an excellent opportunity for the 
teacher-coordinator to employ a variety of techniques In presenting 
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the material. Students can be encouraged to engage in a great deal 
of independent study in gathering data related to class assignments. 
The materials may also be presented thwugh lectures, student parti- 
cipation in class discussions, audio-visual aids, demonstrations, and 
field trips to various business and industrial centers for first-hand 
observations. 

The bibliography included in this outline lists the reference 
materials that may be utilized in teaching the course. A post-quin 
test is also included in the appendix to serve as a means of evaluating 
the students* understanding of the material presented. 

This outline was developed through the cooperative efforts of the 
instructional and supervisory personnel, the Quinmester Advisory 
Committee, and the Vocational Teacher Education Service of the Dade 
County Public Schools. Division of the Vocational, Technical, and 
Adult Education, and has been approved by the Dade County Vocationa.1 
Curriculum Committee. 
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GOALS 



The Senior High Work Experience student aust be able to demonstrate: 

1. An awareness of the prerequisites needed for entiy into the 
world of wrk, 

2. The ability to ijiyesti«ate occupational possibilities related 
to interests, capabilities, and expectations. 

3. Skill and accuracy in compiling data regarding careers and 
career goals. 
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SPECIFIC BLOCK OBJECTIVES 



BLOCK I » EMPLOIMENT READINESS 

The student must be able to: 

1* Evaluate hinself In determining occupational goals. 

2. Deaonstrate an awareness of his abilities and limitations 

in selecting an occupation. 
3* Display evidence of character, personality, and social 

traits related to Job success. 
^^ Deaonstrate skill in commonicating ideas orally, and in 

writing. 

5* Perform basic computational problems. 
BLOCK II « SURVEYING THE WORLD OF WORK 
The student must be able to: 

1. Gather data regarding job availability in community. 

2. List three occupations for iMch he could qualify. 

3. State orally, and in writing, ten factors that should be 
considered in selecting an occupation. 

4. Discuss five things that an employee can expect from his 
empLoyer. 

5. State orally, and in writing, a plan for making advance- 
ments on the job. 

6. Demonstrate the proper procedure for leaving a job. 

BLOCK III - OCCDPATIONAL AND CAREER INVESTIGATION 
The student must be able to: 

1. Establish realistic goals based on present needs and career 
objectives. 

2. Demonstrate skill and competency in compiling and communi- 
cating information related to occupational choice. 

3. Make a compaxdson of major occupations. 

4. Exhibit an understanding of the duties and responsibilities 
associated vith various occupations. 

5. Redefine occupational goals, if necessary, in terms of 
research on occupational outlook. 



Course Outline 



WORK^ffERIENCE PROGRAM • 8769 
Ycm and Your Occupation * 

Department W - Course 8769.07 

. EMPIXDYMENT READINESS 

A. Personal Assessment 

1. Interests 

2. Skills 

3. Aptitude 
^. Experience 

5. Attitudes 

6. Hobbies 

7. Health 

8. Education 

9. Needs 

10. Goals 

11. Appearance 

12. Other strengths or weaknesses 

Factors for Success 

1. Pleasing personality 

2. Positive attitudes 

3. CJood grooming habits 
^. Initiative 

5. Honesty 

6. Productivity 

7. Dependability 

8. Self-confidence 

9. Punctuality 

10. Enthusiasm 

11. Ability to get along with others 

12. Efficiency 

C. Building Skills for Job Success 

1 . Communication 

2. Mathematical 

SURVEYING THE WORLD OF WORK 

A. Job Opportunities in the Community 
1 . Location 

Work involved 

3. Transportation 

^. Training required 

5. Stability of occupation 

B. Job Requirement^ 

1. Duties and responsibilities 

2. Level of entry 

10 



B. Job Reqxiirements (Contd.) 
3. Hours 
4* Education 



C. Benefits to Look for 

1. Salary 

2. Fidnge 

3. Opportunity for advancement 
k. Job security 

5. Working conditions 

D. Standards of the Job 

1. Attiire 

2. Release tijne 

3. Signing in and out 
h. Attendance 

5. Punctuality 

6. Smoking regulations 

E. Vfhat to Expect from an Employer 

1. Training 

2. Reasonable rate of pay 

3. Safe working conditions 

^. Explanation of duties, policies and regulations 

5. Evaluation of work 

6. Discipline 

7. Consideration 

8. Change of duties 

9. Introduction to other employees 

10. Honesty 

11. Partial payment of Social Security Tax 



F. Your Progress on the Job 


1. 


Initiative 


2. 


Cooperation 


3. 


Additional training 




Senioritj' 


5. 


Productivity 


6. 


Reliability 


7. 


Leadership ability 


8. 


ThoTOvighness 


9. 


Improvability 


10. 


Adaptability 


11. 


Maturity 



G. Terminating the Job 

1. Constult teacher-coordinator 

2. Consult employer 

3. Give ample notice 

4. Self-evaluation 

III. OCCUPATIONAL AND CAREER INVESTIGATION 

A. Finding Your Job 

1. Immediate needs - 
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2. Career objectives. 



B. Learning About Occupations 

1. Writing a job description 

2. Conducting interviews 

3. Writing for career information 

4. Observing workers on the job 

5. Securing part-time employment 

C. Where People Work 

1. Major occupational groups 

a. Professional and Technical 

b. Clerical 

c. Sales 

d. Agriculture 

e. Managers 

f. Craftsmen 

g. Operatives 

h. Service 

i. Laborers 

2. Nature of the occupations 

a. Occupational monographs 

b. Trends 
Employment outlook 

d. Educational implications 

QUINMESTER POST TEST 




BIBLIOGRAPHY 
(SHWP - YOU AND YOUR OCCUPATION) 



Basic References: 

1. Turner^Llvingston Reading Series > 1st ed. Chicago: FoUett 

Publishing Co., 1962. 

The Money You Spend 

The Tovm You Live In 

•The Jobs You G^t 

The Person You Are 
I The Friends You Make 
I The Family You Belong To 

2. Turners-Livings ton Communication Scries , 1st ed. Chicago: 

Follett Publishing Co., I965. 
The Television You Watch 
The Phone Calls You Make 
The Nevrspapers You Read 
The Letters You Write 

The Language You Speak * ' 

3» Turne r '-LivingstoD Guidance Series > 1st ed. Chicago: Follett 
■ Publishing Co., 19cb. 
How To Find a Job 
How To Get a Job 
How To Keep a Job 
Starting a Job 
Paycheck 

k. The Job You Want > New York: McGraw-Hill Book Co., I968. 

5« You and Your Job > Cincinnati: South-Western Publishing Co., I968 



Supplementary References: 

6. About Her > New York: McGraw-Hill Book Co., I968. 

?• About Him > New York: McGraw-Hill Book Co., I968. 

8. Bell and Abrams. Business Behavior . Cincinnati: South-Western 
Publishing Co., 1964. 

$. Career Opportxxnities . New York: New York Life Insurance Co., 19^?- 

10. Dictionary of Occupational Titles . Washington, D. C: 
U. S. Department of Labor, I969. 

U. From Hic;h School to a Job . New York: David McKay Co., Inc. 
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. Supplementary References: 



12. General Business > Russon. Cincinnati : South-Western 

Publishing Co., I96U. 

13. How To Win Friends and Influence People . Carnegie, Dale. 

New York: Simon and Schuster, 193t>. 

• Ik. Money Makes Sense > Chicago; Follett Publishing Co., 1968. 

15. Occupational Inf ormatton > Shartle. New York: Prentice -Kail, 

inc., 1967. 

16. Occupations and Careers. New York: McGraw-Hill Publishing Co., 



17. Pick Your Job and Lend It . Edlund. Hew York: Prentice-Hall 

Inc., 196T. 

18. Planning Your Life's Work . Hatch, Parmenter. Bloomington, 111: 

KcKnight and McKnight Publishins Co., 19^9* ' 

19. Roberts Rules of Order . Roberts. Glenview, 111: Scott, Forcsr.an 

and Co., 19^3. 

20. Selling Yourself to an Enployer . New York: McGraw-Hill Pub- 

lishing Co., 1905. 

21. Vocational Enfqish. Book I. New York: Globe Book Company, 1967* 



22. Better Jobs with Better Groaning . New York: Bristol ^tirers Co. 

23. Better Start vriLth Good Grocmir^ . New York: Bristol Ifyevs Co. 

2k. Child Labor Laws in a Nutshell . Tallahassee: Florida Industrial 
Commission. 

25. Child Labor Law Packet . Tallahassee: Florida Industrial CoCTiission. 

26. Facts About Alcohol . McCarthy. Chicago: Science Research 

Associates. 

27. Facts About Narcotics . Vogel & Vogel. Chicago: Science Research 

Associates. 

28. Hurrying Kind, The > Local Office. U. S. Army Recruiting. 

29. How To Live with Parents . Chicago: Science Research Associates. 

30. How To Prepare Your Income Tax on Form 10^0 . Washington, D. C. : 

Internal Revenue Service. 



1955. 



Booklets: 
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31. 

32. 

33. 
3U. 
35. 
36. 

37. 
38. 

39. 

Films: 
1. 

2. 

3. 
h. 

5. 
6. 

7. 
8. 

9. 
10. 



Job Guidance for Young People . V/ashington, D. C: U. S. Bureau 
of Labor Stajidards . 

Know Your Money . Vfashington, B. C. : U. S. Gm'ernnent Printing 
Office. 

Learning Hov? To Study . Chicago: Science Research Associates. 

LSD Insight or Insanity . Chicago: Science Research Associates. 

Stay in School . Local Office. U. S. ITayy Recruiting. 

Study Your Way Through School . Chicago: Science Research 
Associates. 

What Good Is Hi^h School , Chicago: Science Research Associates. 

Yr- .. Today and Tomorrow . Princeton: Educational Testing Service. 

Your Social Security . VTashington, D. C. : U. Department of 
Health, Education and Vfelfare. . t 



Acts of Courtesy . l6 ima. 11 min. B/W. Sound. Dade County, 
1-00909. 

Adults in a Hurry . 16 mm. 25 min. .Color. Sound. Detroit: 
Jam Handy Corp. 

Aptitudes and Occupations . 16 mm. 13 tain. B/W. Sound. Chj-cago 
Coronet Instructional Films, Inc. 

Banks and Credit . 16 mm. 10 min. B/Vf. Sound. Dade County, 
1-00398. 

Barney Butt . 16 mm. 13 min. Color. Sound. New York: American 
Heart Association. 

Be Punctual . 16 mm. 10 min. B/lf. Sound. Chicago: Coronet 
Instructional Films, Inc. 

Being on Time . 16 mm. 10 min. Color. Sound. Dade County, 
I-OOII17. 

Bennies and Goofballs-FDA Report . 16 mm. 20 min. B/17. Sound. 
Dade County, 1-13529. 

Beyond LSD . 16 mm. 28 min. Color. Sound. Local Office. 
Federal Bureau of Narcotics and Dan.^erous Drugs. 

Beyond a Reasonable Doubt . 16 mm. 28 min. Color. Sound. 
Dade County, 1-31711* • 
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11. 

12. 

13. 
Ik. 

15. 
16. 

17. 
18. 

19. 
20. 

21. 

22. 

23. 
2h. 

25.' 
26. 

27. 
28. 

29. 



Big Question, The-Choosing Your Career . l6 m. 28 min. Color. 
Sound. Atlanta: Association Films, Inc. 

Body Care and Grocmi;n(T^ l6 mm. 20 min. B/W. Sound. Dade 
Coxinty, 1-12968. 

Bridge, The . 16 inm. 20 min. Color. Sound. New York: National 
Association of Manufacturers. 

Careers for Girls . I6 ram. 20 min. B/W. Sound. Urbana, Illinois: 
University of Illinois Press. 

Changing Face of Florida, The , I6 mm. 15 min. Color. Sound. 
Dade County, 1-I336l^ 

Choosing for Happiness . 16 mm. ik rcdn. B/Vf. Sound. Dade 
County, I-IOC94. 

Citizenship in Action . I6 mm. 28 min. B/Vf. Sound. Dade County, 



CoUe.qe PersTDGctives , 16 mm. 29 min. B/lf. Sound. Nqw York; 
College Entrance Examination Board. 

Credit Loans . 16 mm. 20 min. B/frr. Sound. Dade County, I-IOI96. 

Developing Responsibility . 16 mm. 15 min. B/W. Sound. Chicago: 
Coronet Instructional Films, Inc. 



Developing Self Reliance . 16 mm. 15 min. B/W. Sound. Chicago: 
Coronet Instructional Films, Inc. 

Dressing Up > 16 mm. 15 min. Color* Sound. Atlanta: Association 
Films, Inc. 

Earning Money ^Tiile Going to School . 16 mm. 10 min. B/l'7. Soxind. 
Dade County, l-00ii9b. 

Fight or Flig ht, I6 mm. 28 min. Color. Sound. Local Office. 
Federal Bureau of Narcotics and Dangerous Drugs. 

Finding Your Life's Work . 16 mm. 22 min. B/li. Sound. Dade 
County, 1-10315. 

Finding the Right Job . 16 mm. 11 min. B/W. Soxind. Dade County, 
1-0057^. 

Getting a Job . 16 mm. 16 min. B/V7. Sotmd. Dade County, 1-10320. 

Getting Alon^'vith Others . 16 mm. 15 min. B/W. Sound. Chicago: 
Coronet Instructional Films, Inc. 

Good Looks . 16 mm. 20 min. Color. Sound. Atlanta: Modern 
Talking Picture Company. 
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30. 
31. 

32. 
33. 

35. 
36. 
37. 
38. 

39. 

1»0. 

Ui. 

U2. 
U3. 

k6, 
U7. 
1*8. 

U9. 



Good Place To V7ork . l6 mm. ik min. B/M. Sound. Dade County, 
1-10319- 

Going Steady . l6 mm. 20 min. Color. Sound. Chicago: Coronet 
Ins true tionaJ. Films, Inc. 

H ooked . l6 nira. 20 min. B/W. Sound. Dade County, 1-13216. 

Horizons Unlliaited . l6 mm. 30 min. Color. Sound. Atlanta: 
Modern Talking Picture Company. 

How To Be Well Groonied . l6 mm. 10 min. Sound. Dade 

County, 1-03991- 

How To Investigate Vocations . l6 mm. 10 min. B/V7. Sound. 
Dade County, 1-00576. 

Ho\7 To Keep a Job . l6 mm. 10 min. B/^J. Sound. Dade County, 
l-0057S^i 

How We Make a LivinPC . l6 mm. 30 min. Color. Sound. Washington, 
D.C. : U. S. Bureau of the Census. ^ 

Human Reproduction . l6 mm. 21 min. Color. Sound. Dade County, 
1-11252. 

Innocent Party . l6 mm. l8 min. Color. Sound. Dade County, 
1-11370. 

Introducing the New Vforker to His Job . l6 mm. l6 min. B/Vf. 
Sound. Dade County, 1-11562. 

I s Smoking Worth It ? l6 mm. 13 min. Color. Sound. New York: 
Americaji Cancer Society. 

Losers > The . l6 mm. 31 min. B/W. Sound. Dade County, 1-31716. 

LSD-Insight or Insanity . l6 mm. 28 min. Color. Sound. Dado 
County^ 1-31731. 

Manage Your Money . 16 mm. 20 min. B/I^. Sound. New York: 
Sterling Publishing Ccmpany. 

Marijuana . 16 mm. 20 min. Color. Sound. Local Office. Federal 
Bureau of Narcotics and Dangerous Drugs. 

Molested . 16 mm. 25 min. B/W. Sound. Dade County, 1-31^+08. 

Money Talks . 16 mm. 11 min. BA^ Sound. Dade County, 1-00397. 

^torning for Jlnimy, A . 16 mm. 28 min. bA'. Sound. New York: 
Association Films, Inc. 

Narcotics -Pit of Dasijair . 16 mm. 28 min. Color. Sound. Dade 
bounty, l-31b09. 
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50 • No Limit to Learnia? * l6 tra. 29 min. Color. Sound. New York: 
College Entrance Examination Bosurd. 

51. No Reason To Stgy , l6 mm. 28 min. Color. Sound. New Orleans: 

Canadian Consulate General. 

52. Next Year Is Nov . l6 inra. 28 min. Color. Soxind. New York: 

John Hancock Life Insurance Company. 

53« Opportunities Unlimited . l6 mm. 13 min. B/I^. Sound. Dade 
County, 1-10181. 

5^^. Penny Saved 5 A . 16 mm. 15 min. Color. Sound. New York: 
Association Films, Inc. 

55 • Personal Finance Planning , 16 m. 15 min. B/W. Sound. New 
York: Association Films, Inc. 

56. Personal Health for Girls . 16 mm. 11 min, B/\J. So\ind. Dade 
County, 1-03199- 

t 

57 • Personal Hygiene for Soys . 16 lari. 11 min. B/w. Sound. Dade 
County, 1-03197. 

*58* Person?,l Qualities for Job Success . 16 rm. 15 min. B/I^. Sound. 
Chicago: Coronet Instructional Films, Inc. 

59» Quarter Million Teenagers . 16 mm. 16 min. Color. Sound. Dade 
County, 1-11376. 

60i Responsibility . 16 mm. 15 min. By^T. Sound. New York: 
McGraw-Hill Book Company. 

61. Riddle, The . 16 mm. 20 min. Color. Sound. Local Office. 

Federal Bureau of Narcotics and Dangerous Drugs. 

62. Road Ahead, The . 16 mm. 25 min. B/W. Sound. Kew York: 

Association Films, Inc. 

63* Rules at School . 16 mm. 3.3 min. B/W. Sound. Chicago: Coronet 
Instructional FiLns. 

6k. Samuel and Social Security . 16 mm. 15 min. Color. Sound. 
Local Office. Social Security Administration. 

65* Sa y Vrhat You Mean . 16 mm. 20 min. B/tf. Sound. Dade County, 
1-13332. 

66. Secret Service Story . 16 mm. 18 min. Color. Sound. Local 

Office. Federal Reserve Bank. 

67. Seekers^ The . 16 mm. 30 min. Color. Sound. Dade County, 1*31719 • 

68. Stay in School and Graduate . 16 ma. ih min. Color. Sound. 

Charleston, S. C. U. S. Navy Department. 
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69 • story of Distributive Education > 16 nm* 21 min. Color. Sound. 
New York: Association Films, Inc. 

70. This Way Up. l6 inm. 20 min. B/W. Sound. Atlanta: Modern 

Talking Pictures, Inc. 

71. ^ Til Debt Do Us Part . l6 rnn. lU min. B/\^. Sound. New York: 

Association Films, Inc. 

72. Time of Our Lives, The . l6 nun. 2? min. Color. Soiind. New York: 

Association Films, Inc. 

73* Thin Blue Lines . l6 mm. 28 min. B/V7. Sound. New York: 
Association Films, Inc. 

^k. Where Is Prejudice - Part I . l6 mm. 30 min. B/VL Sound. 
Dade County, l-31bl4. 

75. yihQTQ Is Prejudice - Part II . l6 mm. 30 min. B/V7. Sound. 

Dade County, l-31bl9. 

76. yJhen I^m Old Enough^-Goodbye . 16 mm. 28 min. B/W. Sound. 

Dade County, 1-30086. 

77« Who Will Come to Ky Party . 16 nm. I8 min. Color. Sound. 
Atlanta: Modem Talking Pictures, Inc. 

78. Why Eud.qot ? 16 mm. 15 min. B/W. Sound. New York: McGraw- 
Hill Book Company. 

79* Your Clcanlinesg . 16 mm. 10 min. B/lr?. Sound. Dade County, 
1-03503. 

80. Your Earning Pcr./er. 16 mm. 11 min. B/W. Sound. Dade County, 

1-00582^ 

81. Your Income Tax . 16 mm. 20 min. Color. Sound. Washington, D. C 

U. S. Treasury Department. 

82. Your Social Security . 16 mm. 15 min. B/\T. Sound* Albany, N. Y. 

New York State Department of Education. 

83* Your Teeth . 16 mm. 10 min. B/W. Sound. Dade County, 1-03503. 

8**. You and Your Money . 16 mm. 15 min. B/l^. Sound. Local Office. 
Federal Reserve Bank. 



Pilmstrips: 

1. Applying; for a Job . Chicago: Society for Visual Education. 

2. Applying for a Job . New York: McGraw-Hill Book Company. 

3* Belonging to a Crcr>-rd . Chicago: Society for Visual Education. 
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Ij. Choosing Your Caxeor . Pleas ant vi lie, New York: Guidance Associates. 

' 5. Developing Social Maturity . New York: McGraw-Hill Book Company. 

6. Dropout, The . Pleasantville, Kew York: Guidance Associates. 

7. Funde-mcntals of Thinking . New York: McGraw-Hill Book Company. 

. 8. Finding the Right Job for You . New York:- McGraw-Hill l^ook Ccnpcxiy. 

9. First Year in High School . Pleas antville. New York: Guidance 
Associates. 

10. Getting Along with Others . New York: McGraw-Hill Book Company. 
U. Going Steady . New York: McGraw-Hill Book Company. 

12. How To Make a Career Decision . New York: The New York Times, 

PiQmstrip of the Month. 

13. Job Interview, The . Jamaica, New York: I^ye -Gate House ^ Inc. 

lU. Le t's Look at Careers . New York: The New York Times, Filmstrip 
of the Month. 

15. Occupational Education Series . Jamaica, TIew York: Eye-Gate 

House Inc. 

16. Road to Nowhere . Pleasantville, Hew York: Guidance Associates. 

17. Smoking Problem, The . Chicago: Society for Visual Education, Inc. 

18. Speaking and Writing . Jamaica, New York: Eye-Gate House Inc. 

19. What You Should Know Before You Go to Work . Pleasantville, New 

York: Guidance Associates. 

20. World of Work Series . Pleasantville, New York: Guidance Associates. 

21. Your Job Interview . New York: Reader's Digest Inc., Funk & 

Wagnalls Caapany. 

Standardized Tests: 

1. ricture Inventory Test, California Test Bureau, 

Division of McGraw-Hill Book Company 

Del Monte Research Park, Montery, California 

2. Ohio Vocational Interest Survey 

Harcoiirt, Brace and World Inc. 
757 Third Avenue, Nw York, N. Y. 
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SOURCES 0? MATERIALS 



American Cancer Society, Inc. 

• 219 East l*2nd Street 
Hew York, N. Y. 10017 

2. Association Films, Inc. 
3^7 Madison Avenue 
Nevr York, N. Y. 10017 

3» College Entrance Examination Board 
College Board Fil^ Library 
267 West 25th Street 
New York, N. Y. 10001 

Coronet Instructional Films 
65 East South Water Street 
Chicago, Illinois 606OI 

5* Educational Testing Service 
Princeton 
Hew Jersey OB^kO 

6# Eye-Gate House, Inc. 
Iil6-01 Archer Avenue 
Jamaica, New York IIU35 

?• Filmstrip of the Month 
The New York Times 
Office of Educational Activities 

• Times Square 

New York, N. Y. IOO36 

8# Florida Industrial Commission 
Tallahassee 
Florida 

FoUett Publishing Ccanpany 
201 North Wells Street 
Chicago, Illinois 60606 

10. Funk and Wagnalls Company 

Division of Reader's Digest Books 
380 Madison Avenue 
New York, N. Y, 10017 

U* Guidance Associates 

Harcourt, Brace and World, Inc. 
Pleasantville, N. Y. 10570 

22. Jam Handy Corporation 

2821 East Grand Boulevard 
Detroit, Michigan U8211 
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.13. John Hancock Life Insurance Company 
. Public Relations Department 
200 Berkley Street 
Boston, Mass. 0211? 

ik. Harcovirt, Brace and World, Inc. 
757 Third Avenue 
New York, N. Y. 10017 

15. McGraw-Hill Book Caapany 
Text-Film Division 

330 VJest U2nd Street 
New York, N. Y. 10022 

16. McKay, David, Company, Inc. 
750 Third Avenue 

New York, N. Y. 10017 

17. McKnight and McKnight Publishing Company 
. Towanda Avenue and Route 66 

BloOTiington, Illinois 6170I 

18. Modern Talking Picture Service, Inc. 
71U Spring Street, N.W. 

Atlanta, Georgia 30308 

19. New York Department of Education 
Albany 

New York 12210 

20. New York Life Insurance Company 
51 Madison Avenue 

New York, N. Y. 10010 

21. Prentice-Hall, Inc. 
70 Fifth Avenue 

New York, N. Y. 10011 

22. Science Research Associates 
259 East Erie Street 
Chicago, Illinois 

23. Scott, Foresman and Company 
31U5 Piedmont Road, N.E. 
Atlanta, Georgia 

2k. Simon and Schuster 
630 Fifth Avenue 
New York, N. Y. 

25. Society for Visual Education, Inc. 
I3U5 Diversey Parkway 
. Chicago, Illinois 6o6lk 
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.26. South-Western Publishing Company 
5101 Madison Road 
Cincinnati, Ohio k3227 

27. Sterling Publishing Company, Inc. 
^19 Park Avenue South 

New York, N. Y. IOOI6 

28. U. S. Employment Service 

Division of U. S. Department of Labor 
Washington 25, D. C. 

29. U. S. Government Printing Office 
Washington, D. C. 

30. University of Illinois Press 
Urbana 

Illinois 61803 
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QUINMESTER POST TEST SAMPLES 
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QUINMESTF:i POST KST 



TrueJalse Test Items 



Each of the following statements is either tme or false. If 
the statement is true, draw a circle around the letter T following 
it; if the statement is false, draw a circle around the F, If a 
statement is false, in part, it is entirely false. Score - 2 points 
for each correct answer. 



1. Personality is the sum total of every quality you have. T F 

2. The largest increases in employment are taking place in 
the occupations that require the least education and 

training. T F 

3« Going to college is the only way to continue one's 

education. T F 

4. The most important factor in job success is attitude. T F 

5. A person who works for another is called an employer. T F 

6. A skilled employee who has responsibility for scheduling 

the work of others is known as a supervisor. T F 

7. People generally do best those things that they enjoy 

doing. T F 

8. In most occupations today, being able to commxinicate 

is a key requirement. T F 

9. High school graduates on the average earn about the 

same as college graduates. T F 

10. The best way to decide on the occupation you prefer is 

to have the coordinator select what is best for you. T F 

11. The impression that one makes upon others is based largely 

on appearance, voice, and behavior. T F 

12. Special interests and abilities cannot be revealed by 

aptitude tests. T K 

13. An aptitude is your natural ability to do something. T F 

14. A skill is an accomplishment. T F 

15 • Ads in the Help Wanted section of a newspaper never have 

any abbreviations in thera. . T K 



^16- 




16. AutcBitioa has changed many jobs, eliminated others, and T F 
created many new occupations, 

17. The ability to get things done without being urged by 

others is called initiative. e g oy ^ ^ 

18. At the beginning of the centuiy, more than one-half 

of all the Jobs were in the laboring area. t F 

19. Sick pay is a fringe benefit. T F 

20. Strength is the aain factor in most unskilled occupations. T F 



QUINMESTER POST TEST 
Completion 

You are to fill ia the blank or blanks with the word or words 
that make the statement correct. Score - 1 point for each correct 
answer. 

1. The nine major occupational groups are 



, , and 

2. A brief description of an individual's education, experience, and 
other information—used in seeking employment is called a 

3. Working with others in a cooperative manner is known as 

k. A fund that your employer pays a portion of is called 

i 

5. A detailed study of an occupation is known as a 

6. A major type of occupation found in Miami is that of 

?• Ten factors that should be considered in selecting an occupation 
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QUINMESTER POST TEST 



Essay 

Read each statement below very carefully, and answer each one 
in the space provided below the statement. You are expected to 
answer each statement in its entirety in order to receive credit. 
Score - 2 points for each complete answer. 



1. List five things that an employee can expect from his employer. 

a. d. 

b. e. 

c. 

2. List in order of your choice the occupation at which you hope to 
be working ten years from now. 

a. 

b. 

c. 

3. State three occupations in lAiich you now feel qualified. 

a. • 

b. 

c. 

k. State three qualities of your personality you think are best. 

a. 

b. 

c. 

5. What are three qualities of your personality you think are the 
worst? 

a. 

b. 

0. 
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Essay (ContdJ 



6. List three ways by which you plan to improve yourself to become 
better qualified to reach your goals listed in Question 1, 



a« 
b. 

c. 



7. Based on the information that you have gathered regarding your 
choice of occupation in irtiich you are currently most interested, 
complete the form below by supplying the necessary information. 

Title of my occupation 

Nature of the job: 
Duties to be performed: 
Related duties: 
Qualifications: 
Method of entry: 
Earnings: 

Working conditions: 
Opportunity for advancement: 
Fringe benefits: 
Advantages and disadvantages: 
Outlook for this occupation: 
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QUINMESTER POST TEST 



The chart below is to be used in answering the questions regarding 
employment opportunities in the '70s, In Column I are seven incompiLete 
statements relating to the chart. Coaplete each of the statements by 
writing in Colu.nn 3 the letter of the appropriate choice in Column 2, 



HOW EMPLOYMENT OPPORTUNITIES 
LOOKED IN 1970 



OCCUPATIONAL GROUP AVERAGE YEARS PERCENT CHANGE IN EMPLOYMENT 

OF SCHOOL 1960^1970 
COMPLETED - 

1959 ^20 ^10 0 10 20 30 ^ 50 

Professional and Technical (16,2 yrs.) 

Proprietors and Managers (12.4 yrs.) 

Clerical and Sales Workers (12,5 yrs.) 

Skilled Workers (11.0 yrs,) 

Service Workers (9,9 yrs,) 

Semi-skilled Workers (9.7 yrs.) 

Unskilled Workers (8,6 yrs,) No change 

Farmers and Farm Workers (8,6 yrs,) 

Source: U, S, Dept. of Labor, Manpower: Challenge of the 1960;s 





COLUMN I 


COLUMN 2 COLUMN 3 


1. 


The number of \mskilled workers 


a. 


increase 






b. 


decrease 






c. 


show no change 


• 


The number of professional and 


a. 


10% 




technical workers is expected to 


b. 


20?^ 






c. 








d. 
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QUINMESTER POST TEST (Contr:.) 





COLUMN 1 


COLUMN 2 COLUMN 3 




3. 


The group of clerical and sales 










workers will increase by about. . . 


V 








c. 
















k. 


The number of skilled workers 


a. 
** • 


more 






will increase (7) than the 


b 








number of semi-skilled workers. 










The wrti*lcpl* im^iin thAt will ^hnv 

Allw MwA IVCA ^XwU^ Witt V W A A JL OliUIV 


a. 


service workers 






an actual decrease in the 




UXloKX-LXcU wQx^Kers 






nu"iber employed is 


/* 

• 










d. 


farmers and farm 










workers 




6. 


On the average, the group that 


a. 


professional and 






completes the most years of 




technical workers 








b. 


proprietors and 










managers 








c. 


clerical and sales 










workers 








dt 


service workers 




7. 


Proprietors and managers have 


a. 


more 






(7) years of schooling on the 


b. 


fewer 





average than clerical and sales 
workers 



?i 
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QUINMESTER POST TEST 



Computations 

Solve each problem below. 100?^ accuracy is expected. Score io 
points for each ooirect answer. Show all calculations on your test 
paper. 



(1) (2) (3) (4) 

Add: Subtract: Multiply: Multiply: 
$1.29 

2.36 $13>7 5,280 $139.50 

7.88 - 3.^ X ^7 X 20 

3.63 

4.27 
.60 



(7) 

(5) (6) Add: 

Divide: Divide: 11 

^ 16 

6 "$1738 144 1,285,776 ^ 

32 



8. Find 4^6 of $20.00. 



+ 



2 ^ 
4 



9. Find the cost of i povind of butter, if a pound cost $ .75. 

10. Homer Greene will work for 50 years. Each year he will earn $6,000, 
Find his lifetime earnings. . 
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QUDJMESTER POST TEST 



Matching 



Listed below are some types of occupations. Place the major 
occupational group titles in the blank spaces, and under each heading 
correctly list the job that would be classified under that occupational 
f^roup. 



JOBS 

ACTOR BARBER SERVANT LONGSHOREMAN FARMER 
SALES CLERK ELECTRICIAN TEACHER COOK CASHIER POS'IMASTER 
PARKING LOT ATTENDANT NURSE TELEPHONE OPERATOR WAITRESS 



MAJOR OCCUPATIONAL GROUPS 



GROUP: 



(JOBS) 



GROUP: 



(JOBS) 



GROUP: 



(JOBS) 



GROUP: 



(JOBS) 



GROUP: 



(JOBS) 



GROUP: 



(JOBS) 



GROUP 



(JOBS) 



GROUP: 



(JCBSY 



GROUP: 

(JOBS) 
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KEY TO QPINMBSTER POST TEST 
Work>ixperienee Prograa 



TRUE OR FALSE 






1. Trae 


11. 


True 


2. False 


12. 


False 


3. False 


13. 


True 


4. True 


14. 


True 


5. False 


15. 


False 


6. True 


16. 


True 


7. True 


17. 


True 


8. True 


18. 


False 


9. False 


19. 


True 


10. False 


20. 


True 



OOMPIJSTION 

1. a. Professional, technical and aan agerial 

b. Clerical and sales 

c. Service 

d. Farming, fishery, forestry 

e. Processing 

f . Machine trades 

g. Bench work 

h. Structural 

i. Miscellaneous 

2. Personal data sheet 

3. Hunan relations 

^. Social Security or Social Secority Tax 
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5. Job description (or o ccupational monograph, or iob analysis. 
etc ) 

6. (inswrs will yary) 

7. (inwwwm vin Tarv) Uoation. a alarr. transportation involvi^ri , 
wrking conditions, t raining raottlped. stability of iob . 
responsibilities, hours, fring e benefits . and adraneeBent 
opportonities . • 

8. Goals 
ESSAY 

^- (Answers vin vary) Training, evaluation, reasonahia rata 
of pay, partial payment of SnMu^ Security Ta^r. aaf a working 



2. 


(Ansvex*s 


will vary) 


3. 


(Answers 


will vary) 




(Answers 


will vary) 


5. 


(Answers 


will vary) 


6. 


(Answers 


will vary) 



TEST 4 

(Answers will vary due to individual research on occupation) 
TEST 5 

1. show no change 

M 

less 

faraers and fann workers 
professional a nd technical workers 
less 



ERIC 



35 

-26- 



KEY TO QUIHMESTER POST TEST (Contd.) 



1. $20.00 

2. i2ti2 

3. 2.571.'^Q 
^. $2.791.80 

5. L22 

6. 8922 1/8 

7. 7 19/32 
8. 

9. $ .18 3/4 or $ ,1Q 

10. $300.000 
MATCHING 

^« -Professional and Teehn rcal; actor, f acher, 

2« Clerical! cashier, telephone operator 

3. Sales; salesclerk 

^. Agricttlture; farmer 

5. Managers; pnsi-.«aa+«^ 

6. Graf tsaen ; electriel an 

7. Operatives; parking lo t attendant 

®* Service; barber, senrim t. vaitress, f.nr.v 

9. Laborers; lon^ ahftyy^maw 
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